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SESSION 1.
Analyze data using scenarios and goal seek

Consolidating data

Data > Consolidate provides a graphical interface for copying data from one range of
cells to another, then unnng one of a dozen tunctions on the data. During consolidation,
the contents of cells from sever sheds can be combined in one place.

1) Openthe document that contains the cell rangesto be consolidated.

2) ChooseData > Consolidate to openthe Consolidate dialog (Figure 1).
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Figure 1: Defining the data to be consolidated

3) If the Saurce data rangelist contains namedranges, you can selet a source
cell rangeto consolidate with other areas.

If the source rangeis not named, click in the field to the right. and either type a
reference for the first source data range or usethe mouseto select the rangeon the
sheet. (You may needto move the Consolidate dialog to readch the required cells.)

4) Click Add. The sdectedrange now appears on the Consolidation rangeslist.
5) Select additional rangesand click Add after each selection.
6) Speify whereyou want to display the result by selecting a target range from the



Copy resultsto box.

If the targetrangeis not named,click in the field next to Copy results to and enter
the reference of the targetrange or sdect the range using the mouse or position the
cursor in the top left cell of the target range.

7) Selet afunction from the Function list. The function specifies how the valuesof
the consolidation rangesare linked. The Sum function is the default seting.

Most of the avail able functions are statisticd (such as AVERAGE, MIN, MAX,
STDEV), and the tod is mostusetul whenyou are working with the same data over
and over.

8) Optiondly click M ore in the Consolidate dialog to display additiond
sdtings.

A  Seleat Link to source data to insertthe formulas that generate the reallts in
the target range, rather than the actual reaults. If you link the data, any values
modifi ed in the source range are automaticdly updated in the targetrange. The
corespnding cell references in the target range are inseted in consecutive
rows, which are automaticdly orderedand then hiddenfrom view. Only the
final reault, based on the selectedfunction, is displayed.

A UnderConsolidateby, selecteitherRowlabelsor Caumn labelsif the cellsof the
source data rarnge are not to be consolidated corresppnding to the identicd
position of thecell in therange, but instead accading to amatching row label or
coumnlabd. To cornsolidate by row labelsor coumnlabds, the label mustbe
containedin the selectedsourceramges. The textin the labds mustbeidenticd,
sothat rows or coumns can be accurately matched. If the row or cadumnlabel
doesnat match ary that exist in the targetramge, it will be appendedasanew
row or column.

9) Click OK to consolid ate the ranges.

If you are continudly working with the samerange,thenyou probably wart to useData >
Create Rangeto give it aname.

The data from the consolidation ranges and target range are saved when you save the
document. If you later opena document in which consolidation has been defined, this data
will again be availade.

Creating subtotals

SUBTOTAL is afunction listed under the Mathenmetical caegory when you use the Function
Wizard (Inset > Function). Because of its usefulness,the function has a graphicd interface
accessble from Data

> Subtotals.

As the name suggess, SUBTOTAL totals data arrangedin a arrayd that is, a group of cells
with labels for cdumns and/or rows. Using the Subtotals dialog, you can select arrays, and
thenchoosea statistical function to apply to them. For efficiency, you can chooseup to three



groups of arrays to which to apply a function. When you click OK, Cdc adls
subtotals and grand totals to the selected arrays, using the Reault and Reault2 cell

stylesfor them.

To insertsubtotal valuesinto a shed:

1) Ensure that the cdumns have labds.

2) Select the range of cells that you want to caculate subtotals for, and then

chooseData > Subtotals.

3) In the Subtotals dialog (Figure 2), in the Group by box, select the cdumn that
you want to add the subtotals to. If the contents of the selected cdumn
change, the subtotals are automatically recdculated.

4) In the Calculate subtotals for box, select the coumns
containing the valuesthat you want to subtotal.

5) Inthe Usefunction box, select the function that you want to useto calculate

the subtotals.
6) Click OK.

-

Subtotals

1st Group | Znd Group | 3rd Group | Opkions

iGaroup by

Calculate subkotals For

Calurmn &
|| Colurmn B
|| Colurnn

Column A hil

Jse Funckion

S

Zounk

Average

Max

Min

Product

Counk {numbers anly)
SkDey (Sample)
StDevP (Population)
Yar {Sample)

YarP (Population)

Ik H Cancel H Help H Reset

] [ Delete

Figure 2: Sdtingup subtotals




If you use more than one group, then you can aso arrange the subtotals according to
choices made on the dialog 6 ®ptions page (Figure 3), including ascending and
dexcending order or using one of the predefined custom sorts defined in Tools >
Options > OpenOffice.org Calc > Sat Lists.
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Figure 3: Choosing options for subtotals

Usi ng nswschnarios i f O

Scenaios are atod to testii Wwa-if 0 questions. Use Tods > Scenari os to enter variade
contentsd scenariosd in the same cell. Each scenario is named, ard can be edited ard
formattedseparately, ard chasenfrom adrop-down listin the Navigator ard the title bar of
the scenario. When you print the spreadshed, only the corntents of the currently adive
scenario areprinted.

By adding a scenario, you can quickly change the arguments of a formula and view the
new reallts. For example, if you wanted to cdculate different interestrates on an
invegment, you could add a scenario for each interest rate, and quickly view the reallts.
If you had another formula that cdculated your yearly income and includedthe result of
the interestrate formula as an argument, it would also be updated. If al your sourcesof
incomesusedscenarios, you could effi ciently build a complex moddl of your possble
income.



Creating scerarios
To create a scenario, select al the cells that provide the data for the scenario.

1) Select the cells that contain the values that will change between senarios. To
sdect multiple cells, hold down the Ctrl key as you click ead cell.

2) ChooseTools > Scenarios.

3) OntheCreate Scenario dialog (Figure4), enteranamefor the newscenario. Itd s
bestto useanamethat clearly identifiesthe scenario, not thedefaut nameas
shownintheillustration. This nameis displayedin the Navigator ard on thetitle
bar of the scenario onthesheetitsel.
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Figure 4. Creating a scenario

4) Optionally add some information to the Comment box. The
example shows the default comment. This information is
displayedin the Navigator whenyou click the Scenarios icon and
select the desired scenario



5) Optionally select or deseect the options in the Setings section.
Sedbelow for moreinformationabout theseoptions.

6) Click OK to closethe dialog. The new scenario is automatically activated.

Settings

The lower portion of the Create Scenario dialog contains sevel options. In most casesthe
default settings (shown selectedin the example) are suitable.

Display border
Highlightsthe scenario in your tablewith aborder. The calor for the borderis specified
in the field to the right of this option. The border has atitle bar displaying the nameof
thelastscenario. The button on the right of the scenario borderoffersyou an overview
of all the scenariosin thisarega, if sevel have beendefined. You can choose ary of the
scenariosfrom this listwithou redrictions.

Copy back
Copiesthe valuesof cells tha you changeinto the active scenario. If you donadt select
this option, the scenario is not chargedwhenyou changecell values.Thebehavior of the
Copy back settingdepends on the cell protection, the sheetprotection, ard the Prevent

changessettings.

Copy entire sheet
Copesthe entire sheet nto an additional scenario shed.

Prevent changes

Prevents changesto the active scenario.

A You can only change the scenario propetties if the Prevent changesoption is not
selectedand if the sheetis not protected.

A You can only edit cell values if the Prevent changes option is selected, if the
Copy back option is not selected,and if the cells are not protected.

A\ You can only change scenario cell valuesand write them bad into the scenario if the
Prevent changesoption is not selected, if the Copy back option is selected, and if
the cells are not protected.



Working with scerarios using the Navigator

After scenarios are addedto a spreadshed, you can jump to a particular scenario by
using the Navigator, then selecting a scenario from the list. You can also cdor code
scenarios to make them easier to distinguish from one another.

To sdect a scenario in the Navigator, click the Scenarios icon in the Navigator. The
defined scenarios are listed, with the comments that were entered when the scenarios
were created.

Mavigator |:|
Column O = B B iéin
o 3 & FE R e -

Sheetl Scenario_1
Sheetl _Scenario 2

Creaked by Jean Weber, on 29/04/2009, 16:53:20 |A

calc3-teskZ {ackive) W

Figure 5: Scenari osin theNavigator

Double-click a scenario name in the Navigator to apply that scenario to the current
sheet.

To delete a scenario, right-click the namein the Navigator and choose
Delete.

To edit a scenario, including its name and comments, right-click the name in the
Navigator and choose Properties. The Edit Propetties dialog is the same as the
Create Scenario dialog (Figure 4).

To learn which valuesin the scenario affect other values, chooseTools
> Detective > Trace Dependens. Arrows point to the cellsthat are directly
dependent on the current cell.



Providing alternate versions of formulas

Like scenarios, Data > Multiple Operations is a planning tod for fwhat ifo
quedions. Unlike a scenario, the Multiple Operations tod does not present the
atemate versons in the same cells or with a drop-down list. Instead the Multiple
Operions tod creates a formula array: a seprate set of cells that give al the
atemative reallts for the formulas used. Although the tool is not listed among the
functions, it is really a function that acts on other functions, allowing you to cdculate
different reaults without having to enter and run them seperately.

To use the Multiple Operations tool, you need two arrays of cells. The first array
contains the original or default valuesand the formulas applied to them. The formulas
must be in arange.

The second array is the formula array. It is created by entering variabled atemative
valuesd for one or two of the origina values.Once the variable valuesare created, you
use the Multiple Operations tod to specify the formulas you are using, as well as the
original valuesaltered by the variables. The reallt is the outcome of the formulas using
each variable.

The Multiple Opermtions tod can use any number of formulas, but only one or two
variables. With one variable, you add diff erent values for the variables as cdumn or
row labels. You then add a cdumn to the right of the cdumn labelsor a row below the
row labds (whicheveryou are using) for the reallts of each formula using the variable
values. With two variables, the valuesfor one variable are usedas cdumn lakels, and
the valuesfor the other variade as row labds.

Sdting up multiple operations can be confusing at first. For example, when using
two variables, you need to select themcarefully, sothat they form a meaningful table.
Not everypair of variadesis useful to add to the sasmeformula array. Yet, evenwhen
working with a single variable, a new or tired user can easily make mistakesor forget
the relation between cells in the original array and cells in the formula array. In
thesesituations, Tools > Detective can help to clarify thereations.

You can also nmeke formula arrays easier to work with if you apply some simple design
logic Place the original and the formula array closetogether on the same shed, and use
labelsfor the rows and cdumns in both. Thesesmall exercisesin organizational design
will make working with the formula array much less painful, particularly when you
are correcting mistakes or adjusting reaults.

Multiple operations in coumns or rows

In your spreadshed, enter a formula to cdculate areault from valuesthat are storedin
other cells. Then, setup a cell range whereyou enter some fixed values,and the
Multiple Operations command will cdculate the reaults depending on the formula.

In the Formula field, enter the cell reference to the formula that appliesto the data
range.In the Cdumn input cell/Row input cell field, enter the cell reference to the
corespnding cell that is part of the formula. This can beexplainedbestby examples.



(Cell refarencescorrespnd to thosein the foll owing figures.)

Letd say you produce toys that you sell for $10 each (cell B1). Each toy costs $2to
make (cell B2), in addition to which you have fixed costs of $10,000peryear (cell
B3). How much profit will you makein ayear if you sell aparticular numberof toys?

Calculating with one formula and one variable

1)

2)
3)

4)
5)

6)

7)

To calculate the profit, first enter any number as the quantity (items sold); in
this example, 2000 (cell B4). The profit is fourd from the formula
Profit=Quantity * (Selling price T Direct costs) 1T Fixedcosts. Enterthis formula
in B5: =B4*(B1-B2)-B3.

In cdumn D enter given annual sales, one below the other; for example,
500to 5000,in stepsof 500.

Select therange D2:E11,and thus the valuesin column D and the empty cells
alongsidein cdumnE.

ChooseData > M ulti ple Operations.

With the cursor in the Formulas field of the Multiple operations dialog,
click cell B5.

Setthe cursor in the Coumn input cell field and click cell B4. This means that
B4, the quantity, is the varialde in the formula, which isreplacedby the sdected
cadumn vaues.Figure 6 shows the worksheetand the Multiple operations
dialog.

Click OK. The profits for the different quantities are now shown incoumn
E. See Figure 7.
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Figure 6: Sheetand Multiple operations dialog showing input
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Figure 7: Sheetshowing reaults of multiple operations calculations




Tip

You may find it easier to mark the required reference in the sheet if you click
the Shrink icon to reduce the Multiple operations dialog to the size of the
input field. The icon thenchanges to the Maximize icon; click it to restore
the dialog to itsorigina size.

Calculating with several formulas simultaneously

1)
2)

3)
4)
5)

In the sheetfrom the previous example, delete the contents of cdumnE.

Enterthefollowingformulain C5:=B5/B4. Youarenow
calculating the anrual profit peritemsold.

Select therangeD2:F11,thus threecaumns.
ChooseData > M ulti ple Operations.

With the cursor in the Formulas field of the Multiple operations dialog,
select cells B5 thru C5.

6) Setthecursor inthe Caumninput cell field ard click cell B4.
Figure 8 shows the worksheet and the Multiple operations dialog.
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Figure 8. Sheetand dialog showing input

7) Click OK. Now the profits are listed in cdumn E and the annual profit per

itemin cdumn E SeeFigure 9. (You might want to format codumn F to show
2 decimal points, for easier comparison of the amounts.)
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Figure 9: Reallts of multiple operations calculations

Multiple operations across rows and columns

You can cary out joint multiple operations for cdumns and rows in so- cdled cross
tables. The formula cell must refer to both the data range arranged inrows and the one
arranged in cdumns. Select the range defined by both data ranges and call the
multiple operation dialog. Enter the reference to the formula in the Formula field. The
Row input cell and the Cdumn input cell fields are used to enter the reference to the
carresponding cells of the formula.

Calculating with two variables

You now want to vary not just the quantity produced annually, but also the selling
price, and you are interededin the profit in each case.

Expand the table shown above. D2 thru D11 contain the numbers500, 1000and soon,
up to 50@. In E1through H1 enter the numbers8, 10, 15and 20.

1) Select therangeD1:H11.
2) ChooseData > M ulti ple Operations.

3) With the cursor in the Formulas field of the Multiple operations dialog,
click cell B5 (profit).

4) Setthecursorinthe Row input cell field and click cell B1. This meansthat
B1, thesdlingprice, isthehorizontaly entered variable (withthevaluess,
10,15ad 20).

5) Setthe cursor in the Cdumn input cell field and click cell B4. This means that
B4, the quantity, is the vertically enteredvariable.
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6) Click OK. The profits for the different selli ng pricesare now shown in
the mngeE2:H11.

D1:HLL v| fx B = |=MULTIPLE.OPERATIONS($ES;$E344D11,4B$L;H1)

& | B [ C D E F G H I
1 10 ] 10 15 20
2 2 500 -700o0 -6000 -3500 -1000
3 10000 1000 -4000 -2000 3000 8000
4 2000 1500 -1000 2000 9500 17000
5 6000 3 2000 2000 6000 16000 26000
6 2500 5000 10000 22500 35000
7 3000 5000 14000 29000 44000
8 3500 11000 18000 35500 53000
9 4000 14000 22000 42000 f2000
10 4500 17000 26000 45500 71000
11 5000 20000 30000 550000 80000

2|

Figure 11: Resauilts of multiple operations calculations

Working backwards using Goal Seek

Tods > Goal Seekreverseghe usual orderfor aformula. Usually, you run a formula
to get the reault when certain arguments are entered. By contrast, with God Seek,
you work with a completed formula to seewhat valuesyou needin an argument to get
the reaultsthat you want.

To take a simple example, imagine that the Chief Financial Officer of a company is
developing sales projections for each quarter of the forthcoming year. She knows what
the company&s total income must be for the year to satisfy stockholders. She also has a
goad ideaof the company OGirscome in the first three quarters, because of the contrads
that are aready signed. For the fourth quarter, howevea, no definite income is
avail able. Sohow much must the company earn in Q4 to reach its god? To answer, the
CFO enters the projected earnings for each of the other three quarters and the
projection for the entire year. Then she runs a god seekon the cell for Q4 sales, and
receivesher answer.



Other usesof god seekmay be more complicated, but the method remains the same. To
run a god sed, at least one of the valuesfor an argument must be a referenced cell or
range. Only one argument can be altered in a shgle god sed. After you get the reault of
a god seek, you can replace the original value in the referenced cell with the result, or
record the reault elsewhere for later use,possibly as a scenario.

With the help of God Seek you can calculate a value that, as part of a formula, leads to the
reault you specify for the formula. You thus define the formula with sever fixed values
and one variable value and theresult of the formula

Goal Se&k example

To calculate annual interest(l), create atable with the valuesfor the cepital (C),
numberof years (n), and interestrate (i). The formula is |I=C*n*i.

Let us asaumethat the interestrate i of 7.5% arnd the numberof years n (1) will remain
constant. Howewer, you want to know how much the investment capital C would haveto
bemodifi ed in orderto attain a particular return |. For this example, cd culate how much
capital C would berequired if youwart an annud return of $15,000.

Enter each of the valuesfor Capta C (an arbitrary value like

$100,0®), number of years n (1), and interestrate i (7.5%) in one cell each. Enter the
formula to cdculate the interest | in another cell. Instead of C, n, and i use the reference
to the cell with the correspnding value. In our example, theseare B1, B2, and B3.

1) Placethecursor in theformula cell (thecell cortaining the interest),
and chooseTods > Goal Seek.

2) Onthe Goal Seek dilog, the correct cell is aready entered in the Formula cell field.

3) Placethecursor in the Variablecell field. In the sheet, click in the cell tha contains
thevalueto becharged, in this exampleit isthe cell with the cgpital value C.

4) Enter the desired reaullt of the formula in the Targetvalue field. In this example,
the value is 15000.Figure 12 showsthe cells and fields.
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Figure 12: Example seup for god seek

5) Click OK. A dialog appears informing you that the Goa Sesk was successful.
Click Yes to enter the reault in the cell with the variade value. The reallt is
shown in Figure 13.
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Figure 13: Reallt of goa seekoperation

Usingthe Solver

Todls > Sdver amounts to a more elaborate form of God Sesk. The difference is that
the Solver deals with equations with multiple unknown variables. It is specifi cdly
desgnedto minimize or maximizethe reallt according to a setof rules that you
define.

Each of theserules sets up whether an argument in the formula should be greater than,
lesser than, or equal to the figure you enter. If you want the argument to remain
unchanged, you enter a rule that the cell that contains it should be equal to its current
entry. For arguments that you would like to change,you needto add two rulesto define
a range of possble values: the limiting conditions. For example, you can set the
constraint that one of the variablesor cells must not be bigger than another varialde, or
not bigger than a givenvaue. You can aso define the constraint that one or more
variables must be integers(valueswithout decimals), or binary vaues (where only O
and 1 are all owed).



Once you have finished seting up the rules, you can adjust the argument and the

reallts by clicking the Sdve button.
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Figure 14: The Solver dialog




Letds Practice

1. A studet is planning her gods about the marks she should attain in the forthcaming
Seamester4 examinations in order to achieve adistinction (75%). Assuming that examination of
eachsubject isfor 100marks, hemmarks ofthe revious seneders are given asuncer.

Subject 1 Subject 2 Suoject 3 Subject 4
Sanesterl 82 67 53 87
Sanester2 88 78 76 69
Sanester3 89 85 91 67

Find out how manymarks shouldshe dotain in 4t semeser to secure distinction.

2. A busnessowner warts to decide if he shauld try to increase the sales a productor price of
an exgting product in order to increase the profit by 10%.

Current Sdes 82
Costper Unit 75
Prdit per unit 12

Theowner believes hat he canetherincreasesales by5 unts without incurring additional coss
while thepricecan beincreasedby Rs 8 without affecting thesdes.

3. Thecurrent profit situation of abusiness owrer is as follows.

Current Sdes 82
Costper Unit 75
Prdit per unit 12

Using the scenario manager, find the dfect of in the rew prdfit in caseof thefollowing situations.

Sales= 70andcost= 80
Sales= 90andcost= 72
Sales= 85andcost= 80
Sales= 65andcost= 80

oo op



SESSION 2:
Link Data and Spreadsheets

Using Multiple Workbooks and Linking Cells

RELEVANT Knowledge

Spreadsheedlso allows you to link the cells from variousworksheetsand from variousspread
sheetdo summarize data from several sourdesthis manneryou cancreateformulas thaspan
different sourceandmake calculations usingcombinationof local andlinked information.

Multiple sheets help keep information organized,;

Setting up multiple sheets

Identifying sheets

When you open a new spreadsheet it has, by default, it has a sheet named Sheetl which is managed using

tabs at the bottom of the spreadsheet, as shown below.
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Inserting new sheets
There are several ways to insert a new sheet. The first step, in all cases, is to select the sheet that

will be next to the new sheet. Then do any of the following:

1 Select the ® plus icon at the bottom of the screen.
1 Or, selecHome > Insert > Insert Sheet.
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Renaming Worksheets

At the bottom of each worksheet window is a small tab that indicates the name of the worksheets i
the workbook. These names (Sheetl, Sheet2, Sheet3, and so on) are not very descriptive; you mig
want to rename your worksheets to reflect what they canfon instance, if your workbook
contains Students Marks in individual Subject then you may want to rename the worksheets a
Subject names such as Englistgthematicsand SociaScience etc.

c
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c

Insert Sheet Colurmns

B

Insert Shest

There are three ways you can rename a worksheet, and thdifterignce between them is the way
in which you start the renaming process. You can do any of the following:

1 Doubleclick on one of the existing worksheet names.
1 Right-click on an existing worksheet name, then choose Rename from the resulting Context

menu.
1 Select the worksheet you want to rename (click on the worksheet tab) and then select th

Sheet option from the Format menu. This displays a submenu from which you should select
the Rename option.

Create or change a cell reference

A cell reference refer® a cell or a range of cells on a worksheet and can be used to find the
values or data that you want formula to calculate.

In one or several formulas, you can use a cell reference to refer to:
1 Data from one or more contiguous cells on the worksheet.

Datacontained in different areas of a worksheet.
¢ Data on other worksheets in the same workbook

==

Creating reference to other sheets

You can refer to cells that are on other worksheets in the same workbook by prepending th
name of the worksheet followed by axclamation point (!) to the start of the cell reference. In
the following example, the worksheet function named AVERAGE calculates the average value
for the range B1:B10 on the worksheet named Marketing in the same workbook.
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1. Refers to the worksheeamed Marketing

2. Refers to the range of cells between B1 and B10, inclusively

3. Separates the worksheet reference from the cell range reference

Click the cell in which you want to enter the formula.

In the formula bal* , type = (equal sign) and the fortalyou want to use.
Click the tab for the worksheet to be referenced.

Select the cell or range of cells to be referenced.

Referencing other sheets

There are two ways to reference cells in other sheets: by entering the formula directly using the
keyboard oby using the mouse. We will look at the mouse method first.

Consider the example mentioned below:
On theTotal Salesheet, set up a place for all four salesman Total Sales, so we know where to

put the cell reference. The figure below shows a Total Sadet with a Sale column. We want
to place the reference for the checking total Sale Month in cell B3.

2- - 0O Hd =
HOME INSERT PAGE LAYOUT FORMULAS I

F1 - S

A E c D E

1 |Salesman Sale I:
2 |Ajay 6750

3 |Vijay 2200

4 | Sumit 1880

5 |Amit 2400

To make the cell reference in cell B3, select the cell and follow these steps.



1. Type = in the formula bar, type sum and click on the sheet tab for the sheet containing the cell to be

referenced. In this case, it is January sheet as shown below.

Total Sale | January | Feburary | March @

2. Click on cell B2 (where January sale for Ajay is) in the January sheet. The phrase

=SUM(January!B2 should appear in the input line as shown below

1. Repeat the Steps for February and March. Click the green checkmark in the input line to finish.

2. The Total Sale should now look like the figure below

B2 - f\ =SUM(January!B2,Feburary!B2,March!B2)

A B C D E F G H

1 | Salesman Sale
2 |Ajay 6750]
3 |Vijay

4 |Sumit

5 |Amit

Creating the reference with the keyboard

From the figure above, you can deduce how the cell reference is constructed. The reference has two parts:
the sheet name (J a n u)aandyth@ cell reference (B2). Notice that they are separated by a period.

Note: The sheet will be in single quotes because it contains a space, and the mandatory period (.) always
falls outside any quotes.

Working with Hyperlinks

1. On a worksheet, click the cell where you want to create a hyperlink.
You can also select an object, such as a picture or an element in a chart that you want to us
to represent the hyperlink.

2

On thelnsert tab, in theLinks group, clickHyperlink

You can also rightlick the cell or graphic and then cliekyperlink on the shortcut menu,
or you can press Ctrl+K.



2. Under Link to, click Create New Document.

3. In the Name of new document box, type a name fonévefile.

]
Insert Hyperlink ? x

Link to: Text to display: ScreenTip...

s Name of new document:
Existing File
or Web Page

Full path:
C\Users\USER\Desktop Change...

Place in This
Document

When to edit:
O Edit the new document later
@ Edit the new document now

Create New
Document

E-mail
Address

Cancel

4. Under When to edit, click Edit the new document later or Edit the new document now to
specify when you want to open the new file for editing.

5. Inthe Text to display box, type the text that you want to use to represent the hyperlink.

6. To displayhelpful information when you rest the pointer on the hyperlink, click ScreenTip,
type the text that you want in the ScreenTip text box, and then click OK.

Session 3;

Sharing Worksheet Data

Relevant Knowledge

In most office settings, there is a shared drive where teams can store common files for
everyone to use. This wusually |l eads to sightin
locked for editing by another user. To open a read-only copy of this document, clicki !This
message appears because someone else already has the file open. Sometimes however, it is
necessary to have multiple people working on a file at the same time. This can be to either

speed up data entry or simply make things easier for collaboration purposes.

Spreadsheet software allows the user to share the workbook and place it in the network
location where several users can access it simultaneously. in this exercise, you will learn how to



share a worksheet.

open a new spreadsheet and type the following.

66 oL
Ll s Gl )l Fot o Eo B Hol

1 Name January February March  April  May  June

2 House Rent 2500

3 Electric il 700

4 (Grocery Expenses 1000

5 Travelling Expenses 00

6 Phone/Mobile Bill 400

|

8

9

28 8o H
2o s s Y

Nowto share thespreadsheets dihe following.

e Click on Share workbooloption under Changesgroup in the Reviewtab.

A Adialog box appears as shown below.
I

'r/ /.I"" .
COCTTTEE X
(551 s |
- by mere than 2t the same bme. The
:z\pl more one user e
1o has B morkbook cpen row:
=
[Tox ] cmn |

1 Check the option Allow changes by more than one user at the same time. This also allows
workbookmerging.

71 ClickOK.

Note: Most spreadsheetsoftwareautomaticaly turns off somefeaturesin sharedwork books
T hisis to simplify the workbook since multiple people can be working on the file at the same



ti me. For exampl e, s h aerging cellsp cokditiomal kolgnattiohgy oro t
inserting pictures/graphs/etc.

Perform the following activity till you are confident:

S.No. | Activity

1. Share worksheet data with other users.

Assessment

Fill in the blanks:

1. Share Workbook option is available in group under the Review tab.

2. Shared workbooks don’t allow , & inserting
or




Session 4:

Create and use Macros in Spreadsheet

Macros are a very useful feature of Excel.

It helps in saving time in cases when same set of tasks are to be done repeattindttangor
applying similar formula in similar range of data.

In excel, macros can be used to name and record a set of actions or set of actions. These named
of recorded can be used again and again. nieros (recordedet ofactions)are stored in the
same workbook in which you created.

In order to use macro,we need to create a macro first.

Let us take an example:

L 5 ¥
A B ( D £ F H

2 RESULT ANALYSIS
3 i 2 i
4 SNO. _ FNAME SNAME s HINDI _[MATH _|SCIENCE [SSC
5 1 ANUSHREE Q. 95 51| 59 59 72
6 2 BHAVESH ANAND e 82| 75 65] 70

3 GARIMA VARSHNEY 95 ag| 95 a7, 94
8 AHRITIK_ SINGH  TOMAR 73 33 70| 71 74)
9 S YOTI  KAYA 76 90| 70 53 72
10 6 KARAN  SHARMA 70 43| 65 61 52
11 7 MINAL  RASTOG! 95 qsi 95| 96| 86,
12 8 PREETI  SOHAL 85 95| 95| 95 93|
13 9 PRIYANKA GARG | 87 59| 77| 86, 74)
14 10 SHUBHAN SRIVASTAVA 85 79| 80 73 83
15
16 AVERAGE
17 MAXIMUM
18 MINIMUM
- 4 Shawt ) .

EBRs (rHlelo evelx

TOTAL PERCENTAGE

To create a macro for calculating the average, minimum and maximum in each subject,

1. Click on the developer tab.

2. Select the first value in the list of marks.



E:“j Use Relative References

3. Now select the option to give the respective location from where the

steps would be followed.

Record Macro E Use Relative References

4. Now click on the option (just above

5. Following Record Macro dialog window appears on the
screen. Record Macro @

Macro name:

Macrod

6. Give a name to your macro in the Macro name area and | sheriutkey:

Ctrl+ |t
press OK Store macro in:
This Workbook
] Des Egjo\ﬂn;lrwoaoﬁ Waorkbook - )
7. A keyboard shortcut may also be defined. For example This Warkbook -t in
the example the shortcut key defined is CTRL +t.
=
8. Select ‘This Workbook’ in ‘Store Macro In’ option.
9. Click ok.
. . A B C D E F
10. Now click on the cell for calculating average 2 RESULT ANALYSIS
. . . . 3
of English ( E16 in this example) and write the 2 swo. FNAME _ SNAME ENG HINDI
. 5 1 ANUSHREE a5 51
formula for addlng the values 6 2 BHAVESH ANAND 64 82
7 3 GARIMA VARSHNEY a5 48
8 4 HRITIK SINGH TOMAR 73 33
9 5 JYOTI KAYA 76 90
10 6 KARAN SHARMA 70 43
11 7 MINAL RASTOGI a5 95
12 8 PREETI SOHAL 85 95
13 9 PRIYANKA GARG 87 59
14 10 SHUBHAN SRIVASTAVA 85 79
15
16 AVERAGE =su m(ES:E_14)|
17 MAXIMUM
18 MINIMUM

11. Similarly, write the formula for minimum and
maximum as shown in the figure.

A B G D E F
2 RESULT ANALYSIS
3
4 SNO.  FNAME SNAME ENG HINDI ]I
5 1 ANUSHREE o5 51
6 2 BHAVESH ANAND 64 82
7 3 GARIMA VARSHNEY 95 43
8 4 HRTIK  SINGH  TOMAR 73 33
9 5IYOTI  KAYA 76 90
10 6 KARAN  SHARMA 70 43
11 7 MINAL  RASTOGI 95 95
12 8 PREETI  SOHAL 85 95
13 9 PRIYANKA GARG 87 59
14 10 SHUBHAN SRIVASTAVA 85 79
15
16 AVERAGE 825
17 MAXIMUM =max(E5:E14)
18 MINIMUM T

M 4 » M| xia | Sheet2 Sheet3 ~¥J
Enter | @ |

12. Do some formatting in the appearance of the cells as shown in the example. Give some background
colour of the cell to highlight the cell as shown



. Home Insert Page Layout Formulas Data Review Developer View

4 Cut

f Calibri i Ay == 2 SiwapTe
52 Copy ~ — .
F Format Painter B|7 U- Z- Mdi-A- EEE EE & Mergeacent
Clipboard Font Alignment
E18 - Je | =MIN(ES:EL4)
A B C D E F
S.NO. FNAME SNAME ENG HINDI p
1 ANUSHREE 95 51
2 BHAVESH ANAND o4 82
3 GARIMA VARSHNEY 95 48
4 HRITIK SINGH TOMAR 73 33
5 JYOTI KAYA 76 90
6 KARAN SHARMA 70 13
7 MINAL RASTOGI 95 95
8 PREETI SOHAL 85 95
9 PRIYANKA GARG 87 59
10 SHUBHAN SRIVASTAVA 85 79
AVERAGE 825
MAXIMUM 95
MINIMUM 64

133.Cl ick the button &6Stop Recordingd in Dev

macro names OMacro86 in the example has

14. To apply same formatting and have similar calculations for other subjects, click on the first

value of othesubject as shown

ﬁ i 3 Record Macro gy = Tl \z’ % Properties E “; O Import ‘_’l’

.. - .. - .
E.::"j Use Relative References G View Code 4= Expansion Packs %

Wisual Macros —_ y ign Source . Document
Basic 2 Macro Security Add-Ins ~  Mode T RunDialog Panel

Code Add-Ins Controls XML Modify
F5 v fe| 51

A B C D E F G H

3

4 |S.NO. FNAME  SNAME ENG HINDI MATH SCIENCE |SSC

5 1 ANUSHREE 95 51 59 59 72
6 2 BHAVESH ANAND 64 82 75 65 70
7 3 GARIMA  VARSHNEY 95 48 95 97 94
8 4 HRITIK SINGH TOMAR 73 33 70 71 74
9 5 JYOTI KAYA 76 90 70 53 72
10 6 KARAN  SHARMA 70 43 65 61 52
11 7 MINAL  RASTOGI 95 95 95 96 86
12 8 PREETI SOHAL 85 95 95 95 93
13 9 PRIYANKA GARG 87 59 77 86 74
14 10 SHUBHAN SRIVASTAVA 85 79 80 73 83
15

16 AVERAGE 825

17 MAXIMUM 95

18 MINIMIIM 64

e
b



15.

16.

17.

18.

19.

20
21

I 1
Click on E Use Relative References

applied.

=
5

Click on the Macro button™2<*s and a dialog window
showing the existing macros will appear.

Select the option Macro8 from the list and press Run button
T'

On clicking the button, the average, minimum and maximum
of marks in Hindi will be calculated and formatted according
to the recording done in macro.

Similarly run the macro using shortcut key Ctrl + t, by placing
the cursor on the math subject marks.

Lrn e o

icon to set the relative position of cells where formula is to be

e Ea
Macro name:
e
‘result analysis 15-16,xlsx'IMacro4 Step Into
‘result analysis 15-16.xsx'IMacro5
Macrod =
Macros in: | All Open Workbooks E|
Description

Cancel

. Now you can run the macro either using the shortcut or using the mouse selection method.

. Click on Edit button to make any changes within the macro.

Writing formula/ equations in MS Word

Writing equations in the MS —word while typing the equations or mathematical expression can be easily
done using Equation option on Symbols Group under Insert Tab.

T ©

Equation Symbaol

To write a mathematical expression, click on —_=mk2s  ynder Insert tab and the following window

appears:
wWid9-uR|+ Documentd - Microsoft Word (Product Activation Failed) EqUSLoT oor] = @
Home Insert Page Layout References Mailings Review View Design
< Professic X . . N
TC Gromnt ][] =] HUEEFEERE I 5 e wx [i & Orsme G ojm A 3]

Equation © -
= - abe

Tools

5| symbols |

Structures

Iz‘ IE‘ E‘ E —| | Fraction Script Radical Integral Large  Bracket Function Accent Limit and Operator Matrix
= s S 5 27 Operator+ - 3 SN = s

: I S S R N A N NS S SR N B RS- S S B S SRS N NS

5 . - g - -

- I

L

1. Solve the following fractions:

Under the equation tools a wide range of options for writing equations are available. Select

X X X X I
= £ n J' 3
¥ y €7 NX e &
Fraction| Script Radical Integral Large
Fraction - CH: 7™ operstor -

is used to choose the type of fraction
Select the appropriate type and

Click on the ‘type equation here’ area to write the equation.

| Fraction

Common Fraction

dy Ay dy
dx Ax ax

dy
éx

N

{O}y s

Bracket Function Acce



e*vx I, & Oy smo @ )

1| Seript |Radical Integral _Large  Bracket Fundtion Accent Lim
.| - - Opemtor- - - - L

| subscipts ana Supersaripts | [, (Ctrl) - =

-]

Common Subscripts and Superscripts

er ’

1| Script |F

is used for different types of superscripts and subscript.

a4 I s "
n f ) sin® lim
). & O a =
Radical|Integral  Large  Bracket Function Accent Limit and O
- Operator= = - = Log~

Radicals L

Common Radicals

n ~b 4 [ (Ctrl) ~ —_—
VX =8

Radical |
provides with the available options to type a radical.

Similarly there are options for integral equations, summation, pi equations, trigonometric functions etc.



